
Vaccine Ordering

Vaccine Management Group



Ordering Overview

• Provider Ordering

• Local Health Dept/Health Service Region 
(LHD/HSR) Approving Orders

• Central Office Dropping/Uploading Orders

• Shipping/Delivery/Receipt of Order
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Provider Ordering
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• Verify site information
• Facility name and address

• Hours of operation

• Contacts

• Name

• Email address

• Phone and fax

• Receive orders

• Complete wasted/expired reports and transfers

• Complete doses administered

• Complete Inventory C-33

• Place Order



Approving Orders

Required reports
• Temp Logs
• Vaccine Loss reports

Review order
• Review Order amounts
• Ordering over suggested quantity

• Order over suggested quantity one time or
• Change MSLs

• Increase/decrease amounts, keeping to pack 
size

• Direct Ship orders

• Check comments for closure dates
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Reviewing Orders

• Ordering over suggested quantity
• One time order

• MSL needs to be changed
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Reviewing Orders

• Increasing/Decreasing vaccine 
amounts
• Keep to pack size

• Verify flu doses being ordered

• Direct Ship orders (Zoster, Varicella and MMRV) 

may not exceed $25,000 per order

• ITEAMS automatically splits orders 

containing large quantities of direct ship 

vaccine
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Reviewing Orders

Provider comments
• Comments added by a provider to an order, such as 

closure dates, must be closely scrutinized before 
approving an order. 

• Make certain you check your calendar to determine 
if the possibility exists that the order will be 
delivered during closures dates and/or times. 

• Only you will see the provider comments. 
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Central Office
Dropping/Uploading Orders

• Export provider demographics from ITEAMS
• Review for errors

• Upload into VTrckS

• Drop orders
• Export inventory/orders from ITEAMS

• Upload inventory/orders into VTrckS
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Central Office
Dropping/Uploading Orders
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Breakdown of the 3 business 
day wait for Central office to 
drop approved orders



Shipping/Delivery

•McKesson
• Shipping distributor

• Uses FedEx for deliveries

• Ships Non-Frozen Vaccines

• Ships Flu Vaccines
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Shipping/Delivery
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Shipping/Delivery

•Merck
• Manufacturer of vaccines
• Uses UPS for deliveries
• Has up to 15 business days complete 

deliveries
• Ships frozen vaccine 
• Varicella, Zoster and MMRV (ProQuad)
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Receipt of order

•Provider Receives Order
• Physically receives shipment

• Provider must examine the entire order immediately upon 
receipt

• Provider must immediately report any temperature 
excursion

• Provider must immediately notify you of vaccine 
shortages/overages

• Electronic Vaccine Inventory (EVI)
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Ordering Summary
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• Provider Ordering

• (LHD/HSR) Approving Orders

• Central Office Dropping/Uploading Orders

• Shipping/Delivery and Receipt of Order



Vaccine Management Group

Vaccine Loss 
Reporting



Vaccine Loss

• Types of Vaccine Loss

• Vaccine Loss Report (VLR)

• Deeming Vaccine Loss

• Return Label

• LHD/HSR Guidance
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Vaccine Loss Overview



Vaccine Loss

• Damaged needle/seal

• Drew up dose and parent/patient refused

• Drew up wrong vaccine

• Dropped dose

• Expired

• Failure to store properly

• Mechanical failure

• Natural disaster/power outage

• Refrigerator temperature too cold

• Storage temperature to warm

• Unable to transfer open multi dose vial

• Vaccine spoiled in transit
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Types of Loss



Vaccine Loss
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Vaccine Loss

Future plans for TVFC: Automated deeming upload in ITEAMS
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Deemed Losses in ITEAMS



Vaccine Loss
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Negligent Loss

Expired

Dropped dose

Storage temperature too warm

Refrigerator temperature too cold

Failure to store properly

Vaccine spoiled in transit

Drew up dose and parent/patient refused

Drew up wrong vaccine

Non-Negligent Loss

Expired

Natural Disaster/power outage

Vaccine spoiled in transit

Mechanical Failure (refrigerator/freezer)

Damaged needle/seal, particulate, discolored, etc.

Unable to transfer open multidose vial



Vaccine Loss
Loss Upload in the CDC Vaccine Tracking System (VTrckS)
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Vaccine Loss

Provider Notification Email
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Vaccine Loss

• Emailed to providers from 

UPS

• Label is valid for 30 days
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UPS Return Label



Vaccine Loss

Process Overview
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VLR

• Generate within 4 days of loss

• LHD/HSR reviews VLR 

Processed

• In ITEAMS by Central Office

• Loss uploaded into VTrckS

Label

• Emailed to Providers

• Valid for 30 days



Vaccine Loss

• Encourage communication

• 90-day notice of short dated vaccines

• Assist with provider office staff training

• Rotation of vaccine inventory

• Encourage smaller, more frequent orders

• Proper temperature monitoring
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Guidance provided by HSR/LHD



Thank you
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Brandy Tidwell - Brandy.Tidwell@dshs.texas.gov

Jamie Hale - Jamie.Hale@dshs.texas.gov
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